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JUNE 1969 - TO DATE 

Primary funct ion of eachdaims cent'er and i t i n e r a n t  po in t  
throughout the state is t o  receive and process appl ica t ions  f o r  
unemployment insurance claims, ce r t i fy ing  e l i g i b i l i t y  of claimants 
and maintaining of claim records and f i l e s .  

9 .KXACT S, Its T I T L K  

State  Unemployment Claim F i l& 
f" 

... % Individual  claimant claim record card, size: 5" x 8", Form ESA-403, which may c o n t a n  

(b.) Claimant Questionnaire,  Form ESA-851; (c.) C l a i m s  E l i g i b i l i t y  Questionnaire, *' ' 6 Form ESA-852; (d.) St.)ndard Correspondence ,Memorandum, Form ESA-157; (e.) Individual  ' .~ 

Weekly Cer t i f i ca t ion ,  of'kail C l a i m  Rep0 ting,F.w ES9459 3 (f.) .Address'2CarB, Form 
..P &? . . ESA-439; ~ (g.) Pay Order Card;' (hhi) dor r  spondetice t o  and from e m  Ciyerk q d  claim(gpts;5y , ,l 

o t i c e  of Appeal, Form ESA-423, and .Appeals Decision; (j .&&iest. f o r  ..:. 

. the following: (a.) copy of claim decis ion and f a c t  f ind ing .  repor t ,  Fo& ESA-442FF'; ::' 

. 
L 

8. 
4. 3 

&..Request for.'beput<, ? .t .!; 
r&@ion Information, . .,..$.~ *:- .. 

- . 
dleratioqbf , Insured Wage%, Form ESA-41'3; &.) Local Of 

027; (m.) Local O f f i c e ~ D e t e I m i ~ ~ ~ ~ ~ ~ , . ' ~ r m .  . .  ESA-441 LO. 
f-Zgaii&n ,. '~6'dlLmf E S A Y ~ ~ ;  Q. t,"peq- t . ~ for;.eupplemen t a1 . -  1 

:+ . ,- .,. , , i. .. I -  . . ,  



13. Is t h i s  the Record Copy of the  series? 

14. Is there  a duplication of t h i s  series i n  another o f f i ce  o r  agency?, t l  

t 1  
I 

15. Is the information contained i n  this s e r i e s  ever summarized o r  published? 

18. Could the  function be performed i f  the  f i l e s  were l o s t  o r  destroyed? 

19. Is the series 

w 
11 

20. Does the record s e r i e s  prdvide data as input t o  an EDP f i le?  w 
21. Does the record series contain documentation produced as EDP printout? hl 
22. Is the se r i e s  affected by Federal o r  grant funds? b4 

23. W i l l  t here  be a need f o r  these records 10 ,  15 years from now? I f  yes,  what? [ I  

( o r  major portion of it) regularly microfilmed? I f  yes ,  why? 

Monetary determination and ce r t i f i ca t ion  of payment vouchers. 

100% Federal Funds. 

24. REQUIREMENTS. The following requires the  f i l e s  t o  be kept----- two----y ears  : 

a. MSTATE b. [ ]STATUTE OF c. [ ]AUDIT d. [$FEDERAL e.  [ ]ADMINISTRATIVE f .  [ ]HISTORICAL 
LAW LIMITATION PERIOD LAW DECISION VALUE 

(Cite Law, S ta tu te ,  or other reason f o r  the retent ion requirement) 
ESA LAW DATED MARCE 1968. 

-_L 

25. AGENCY R E C O M N D A T I O N S .  This age ommends t h a t  the  f i l e  series be cut off' a t  the end 
of each -[]CALENDAR YEAR -[IF1 AR -[dOTHER CALENDAR QUARTER SCREENING ,then: 

A. [ ]Destroy immediately after cut 
BY (BENEFIT) YEAR 

or CURRENT YPAR.* 
i 

atzmaZe for  recomen 
I 1 BASED Ob-ESA L A W  ABOVE. 

i n  Paragraph 25  



September 20, 1971 

SUBJECT: Records Disposit ion Standard I 

\ TO : S t a t e  Department of Labor ATTENTION: J I M  KING, RMO $ ', 
1. Enclosed (are) 
in8 files: 

approved Records Disposit ion Standards f o r  the f o l l o v 2 - . k .  ' 

State  Unemployment Claim 'Files 
Federal  Unemployment C l a i m  F i l e s  
Employer Wage Summary Report F i l e s  (Green Copy) 
Employer Wage Summary Report F i l e s  (White Copy) , 

2. The following actions w i l l  be taken t o  implement the,approved standard: 

a. Place  t h e  d i spos i t i on  standard on the  f i l e  fo lde r ,  f i l e  drawer, f i l e  

example and enclosed l abe l ing  procedures : 

i 

I 
cabinet or o the r  type of conta iner  i n  accordance wi th  the following 

S t a t e  Unemployment C l a i m  t i les:  Cut of f  a t  end of Calendar Quarter 

bene f i t  year ,  hold 1- year ,  then destroy. 

i n  accordance with the  approved standard,. 

Report surplus f i l e s  equipment t o  this  o f f i ce .  

' 

I screening by (Benefit) Year, withdraw from ac t ive  f i l e  at  end of t he  , / 
b. Transfer  f i l e s  t o  t h e  records center, archives o r  dispose of them 

c. 

Queetions concerning implementation of the approved standard should be re- 3. 
f e r r e d  t o  th i s  o f f i c e  (656-2379 or  2380). 

I 

Enclosures: 1. 
2'. 

John P. Dunn 
S t a t e  Records Management Of f i ce r  
Archives and Records Building 
Atlanta,  Georgia 30334 

AR-50-71, Form f o r  Dispos i t ion  Standards 
Labcling Procedures 

I e 
T 



I 

Rec6rds Retention Schedule 

I 
DEPARTMENT OF LABOR 

Employment Security Agency i 

Unemploym+nt Insurance Services Divisiod 
Board of Review 

The Board of Keview administers appeals. under Unemployment Compensation; 
Unemployment Compensation Federal Employees; Unemployment Compensation Ex- 
Servicemen; Special Unemployment Assistance; Extended Benefits; and Federal 
Supplemental Benefits Programs. The Appeals Tribunal conducts hearings and 
renders administrative decisions on issues under established appeals procedures. 

 ADD^ .. - NO m. 
77-40-A APPEAL DECISION FILE - Documents Disposition 

Record Copy: At end of each 

APPl 
No 

$ 5  

re1;lting to Unemployment Insurance month send- to State Archives 
Appeals of monetary and non-monetary for permanent retention. 
determinations. Included are Board Reference Copy: Cut off file 
of Review decisions and Referee at end of each calendar year, 
Decisions. File is arranged by ' hold in current files area 
Docket Number. 3 years; then destroy. 

APPROVED: 01/24/77 
AMENDED: 02/05/79 

DEPARTMENT OF LABOR 
Employment Security Agency 

Unemployment Insurance Services Division 

Description 
STATE UNFMPLOYKENT CLAIM FILES - 
Documents relating to claimant claim 
rzcords. Included are ESA forms 403, 
462FF, 051, 052, 157, 459, 439, 423, 
413, 634, 1027, 441LO. File is arran- 
geil alpha by claimant name. 

FDERAL UNEMPLOYMENT CLAIM FILES - 
Documents relating to claimant claim 
recoyds. Included are ESA forms 403, 
442@, 851, 852,. 157, 459, 439, 423. 
41,3,-634, 1027, 441L0, 499, 931. File 
arranged alpha by claimant name. 

EMPLOYER WAGE SUMMARY REPORT FILES - 
Documents relating to wages paid and 
taxes due to Department. Included are 
ESA forms 4 and 4B (together forms 
constitute "Wage Record Copy"). Re- 
ports are grouped in batches of 50 
and filed numerically by assigned 
number. 

247 

Disposition 
Cut off files at end of each- 
calendar quarter screening, 
w t draw from active file'at 

current files area 1 year; 
then destroy. 
AP@OVED: 09/17/71 ~ 

Cut off file at end of each * 

qalendar quarter screening, 
hold in current files .area 
4 ears; then destroy. 

e $  kh of benefit year, hold I in 
% 

Ad ROVED: 09/17/71 - 

Cut off files at end of each 
calendar quarter, hold in 
current files area 2 years; 
then transfer to State 
Records Center, hold 2 years; 
then destroy. 
APPROVD: 09/17/71 


